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':‘SUBJECTz Special Employment Agreements

- regular appomntment instrument.
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CONFIDENTIAL

; CENTRAL INTELLIQENCE AGENCY
Washington, D, C.

ADMINISTRATIVE INSTRUCTION 11 June 19uUB

Rescissions: Adm1mstrat1ve Instruction dated 31 Decem=-
‘ ber 15L6.
Admmistrative Instructlon Amendment No, 1,
dated 7 January 197,
Administrative Instruction dated 31 Decem=—
ber 19li6.

Unvouchered Appointments

l. Appointments of employees to . be paid from unvouchered funds will
be made by the forms preseribed below:

Er R

a, Departmental and |:|employees who’ ars not re-.
grired to subscribe to an agreement for overseas service - Form No.

51~105. ,

b. Departmental and.|:|employeels who are required i3
to subscribe to an agreement for overseas service = Form No, 51-10L.

6. Employees employed specifically for overseas service - Form
Non )l'“loh

\

Vouchered Appointments

2. ' Employees to be paid from vouchered funds who are requn.red, as.
a condition of. employment, to agree to future overseas service will be
required to subscribe to Form No, 55-10L at the tim of their appoint-
ments, and the signed overseas agreement will be 1ncorporated into the

Overseas Agreements » . A ' .
i f; 3 / , ~',-" w:) / f”
}The«@.ss:.stant Directdfs i'or Operaws,amr'gpec:.al Operatlons
may, in. their dlscretlon, recuire acceptante of an agreement to serve
_overseas as a condition™ oif«ermgloymé"at for any prospective employee of
" their offices, and prescrivé” a“tour of less than 2|, morths where it is
determined to bemuln*’the best 1ntere,st "o ‘bhe,“gg‘yernment. e
o Le

e

‘U

o

Other Requirements

: Ls - Nothing in the .;e mstmct:.ons shall be construcd o waive any .
other requirement of law ‘Sr regulaﬁt.ﬁ;oria affecting the 1egahty of em~-

| .Ploymeet of Perbonnel by %@ﬁfrbt"u AI{(L/ c,,/‘,,wﬂ

R. H. HILLENKOETTER , Lo
- Sample Forms attached (3). - Rear Admiral, USN e :

DISTRIBUTION: A ~ Dirsctor of Central Intelligence
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CENTRAL INTELLIGENCE AGENCY
; 2430 E STREET NW.
WASHINGTON 25, D. C.

Date

Dear -

1. Thie ie to notify you that the United States Government, as rep-
regented by the Central Intelllgence Agency, has accepted your employment

effective

Position:
Bage Salary:
2, You will be:

a. Entitled to annuel and gick leave in accordance with Civil
Service Commisslon yules and regulations, or guch other provisions
of law or regulations as may be esteblished in lieu thereof . ’

b, Reimbursed for travel expenses in accordance with CIA Regu-
lations or Stendardized Government Travel Regulations, a8 amended.

c. If statlioned outeide continentel United States, granted such
monetary allowances a8 are prescribed by CIA Regulations.

3. As & condition of your employment by the Central Intelligence
Agency, you are gubject to assignment to tours of duty at posts outside
the continentel United States. Each time you are 80 apsigned, unless
otherwise specified in advence by CIA, you will be required to remain at

" ‘the post to which assigned for a period of 24 monthe from the date of ar-
‘pival thereat, unless sooner trunsferred, reagsigned or ‘peparated for ‘rea-

sons beyond your control., If you wish +o return to the United States for

) personal reasons during thet period, all travel and transportation costs

incident to such return will be borne by you, with no expense to the
Government. o T

4, ' If this employment 18 for assignment to an overseas post, 1t is
understood and agreed that, unlese _earlier ‘separated for reasons beyond
your control, ‘you will remain in Government service for 12 monthe after
ment,’ any money expended by the United States on account of your travel
and the transportation of your immedlate family and household goods will

. your arrival at your first overseas post, and if you violate this agree-.

- be considered & debt due to the United States.

5 Employment 1s con’ditioned‘ ui)on satisfactory completion of the

training courses prescribed by. CIA and satisfactory performance of duty
for a total period of six monthe from date of employment. In the event

Approved For Reléase 2003/01/13 : CIA-RDP81-00728R000100010011-1
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 elther training or performance of duty is deemed unsatisfactory by CIA,
you will be offered other types of employment if wyailable, or your em-
Ployment will be terminated. : : )

6. Your appointment is for such time as your services may be re-

quired and funde are available for the work of CIA., Notice of termination

will be given you by procedure similar to that provided by Civil Service
rules and regulations. ! . .

Official authoriied to sign letters of
appointment. .

I accept the above agreement as o con-
dition of my employment by CIA.

Employee Date

C e R TR SS

SLECIVT LNMD2 BYVHCH
" UECEIAED

. Form No. R
June 1gkg P10k
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~CENTRAL INTELLIGENCE AGENCY
2430 E STREET NW.
WASHINGTON 25, D. C.
' Date

Dear

1. This is to notify you that the United States Government as repre-
sented by the Central Intelligencga Agency, has accepted Jyour employment
effective. . ‘

Position:
Bage Salary:
2. You will be:

8.  Entitled to annual and sick leave in &accordanco with Civil
Service Commission rules and regulations, or guch other provisions
of law or regulations ag may be established in lieu thereof.

b. Relmbursed for travel expenses in accordance with CIA Regu-
lations or Standardized Government Travel Regulations, ag amsnded,

c. If stationed outside continental United States s granted such
monetary allowances ag are brescribed by CIA Regulations,

3. Employment is conditioned upon satisfactory completion of the
training courses prescribed by CIA and satigfactory performance of duty
for a total period of six months from date of employment. In the event
elther training or performance of duty 1s deemed unsatisfactory by CIA,
you will be offered other types of employment 1if available, or your em-
ployment will be terminated,

b, Your appointment ig for such time ag Jyour services may be re-
quired and funds are available for the work of CIA. Notice of termination
will be given you by procedure similer to that provided by Civil Service
rules and regulations.

Officlal authorized to 8ign letters of -
appointment

. I accept the sbove agreement ag a condi-

tion of my ‘employment by CIA, - '* e

Employee R - Date.

Form No. 1-10 ;
June ‘1948 > 2.

: ‘CIA-RDP81 -00728R00010001001 1-1
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AGRIEMENT FOR OVERSEAS SERVICE
N /

| 1. As a condition of your employment by the Central Intelli-. -~ G

gence Agency, you are subjlect to assignment to tours of duty at |

: poste outside the continental United States. Each time you are as-

: ‘ . signed, unless otherwise specified in advance by CIA, you will be

B ‘ ' required to remeln at the post to which assigned for a period of

' ‘ 2l monthe from the date of arrival thereat, unless sooner. trang-

ferred, reassigned or separated for reasgons beyond your control.

If you wish to return to the United States for personal reasons

during the period, all travel and transportation costs incident to

such return will be borme by you, with no expense to the Government.

2. If this employment is for assignment to an overseas post,
it 1s understood and agreed that, unless earlier separated for rea-
sons beyond your control, you will remain in Government service for -
12 months after your arrival at your first overseas post, and if
you violate “this agreement » eny money expended by the United States
on account of your travel and the transportation of your immediate
famlly end household goods will be considered a debt due to the .
United States. o

Official authorized to sign letters of
appointment., ‘

I accept the above agreement ag a
condition of my employment by CIA

Employee

- M TR SS

Form No. -
- June ‘1948 55-10k

App.roved Fof Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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CONFIDENTIAL

MEMORANDUM 6 April 1948

A

TOs ‘General Counsel
FROM:  SFD
SUBJECT: CIG Administrative Instructions| |

e cun 0 A T s\ v i g, . TR g

‘ In the period immediately after the activation of :
CIG, it was determined that for the period during the organization,
while orgenizational procedures and policies were being established,
that the ~_|would maintein files of certain
personnel documents which would normally be maintained in the
Personnel Division of a Governmental Agency.

To euthentidate the above mentioned determination, CIG
Administrative Instructions| | dated 81 December 1946, para-
greph 3 provided that:

ae Letters of Appointment will be executed at the - 1
time the appointment is approved. 1

be The Letter of Appointment will be prepared by
the individual authorized to approve the type ;
of the appointment prepared, ‘ :

de The original of the Letter of Appointment shall
" be acknowledged by the employee as provided

therein and parmanently filed in the[ | 25X1
|:Er_l“i_n;n_c_e'lmvision, P & & Branch, S

de No payments will be made to any employee until ;
a properly signed Letter of Appointment is in o
the possession of the| | : 25X1

The Administrative Crder mentioned in the preceding para-
greph has never been rescinded or amended so is in full force and
effect at the present time. However, Civil Service Regulations were
amended to provide that effective 1 April 1947 a point would be
designated at which a personnel folder containing a complete working ;
record of each employee would be kept. It also provided that as soon .-
as resburces permitted, a personnel folder would be prepared according.
to the Commission's specifications and that it would be transferred IR
from one ﬁAge‘gsymg.uothervwith the. changes of the employee., However,

ORly/ certain’ pe: nt documents would be transmitted on an employee
transfer.

ILLEGIB
i

* CONFIDENTIAL o

i
5

1
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o * CONFIDENTIAL

‘ At the time of this change in Civil Service Regulations
: it wes determined that Personnel Division would be the point at

which these personnel folders would be filed. Therefore, such ‘ o
documents which had previously been filed in Special Funds, when ‘ L
executed by new employees, were retained in the Personnel Division ‘

] files, Notations were made on personnel actions, vwhich were

trensmitted to Special Funds, that such documents had been executed

and were filed in Personnel Division Files.

Under the present personnel procedure, the documents,
~although being handled in accordance with Civil Service Commission's
; Regulations, are not being filed in accordance with CIG Administra-
25X1A tive Instructions [ | Therefore, it is requested that the
i CIG orders regarding personnel procedures, be revised to conform
with the Civil Service Commission procedures as outlined in Federal
i Personnel Msnual, Section Z1, part 28.

! ] Deputy Chief, SFD

co:

‘, CONFIDENHALY“, e




Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1

Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1



|

- treanafor,

Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1

o ‘ , !

-

sgmﬁombtm | CONFIDENTIAL 6 4prta 1048

TO: Genernl Counsel
FROMI  SFD | Lo
SUBJECT:  CIG Administrative Instructions 1%

. In the period immediately after the activation of
CIG, it was determined that for the period during the orgenization, -
while organizational procedures and policica were being asbablished,
that the would maintain files of certain
personne AAeTen which would normally bo maintained in the

Personnel Division of a Governmentel Agenoy,

To authentidate the above mentioned detormination, CIG

 Administrative Instruchions [ leatod 31 Decenber 1948, para-

graph 3 provided that:

Re Lotters of Appointment will be sxecuted at the-
time the appointment is approved.

be The Letter of Appoiniment will be prepared by
the individual guthoriged to approve the type
of the appointment prepared. ‘

de The original of the Letber of Appointment shall
be acknowledged by the enployea as provided

therein manently filed in tlml 25X1
’_’;MQWDNH&.M, P & X Branch,

.d. Ho payments will ba‘ rede to any employee until ‘
a properly signed Letter of Appoimtment is in
the posse=msion of -bhez ] ‘ 25X1

The Adninistrative Order mentioned in the preceding paree
graph has never been resoinded or mmended so is in full force and
offect at the present time, Howevor, Civil Service Regulations were
amended to provide that effective 1 April 1947 a point would be
dosignated at which a personnel folder containing a complete working
record of each employee would be kopte It mlso provided that as soon
as resources perumitted, a porsonnel folder would be prepared ascording
to the Commission's specifications and that it would be transferred :
from one Azeney to another with the charges of the employes. However,

only certain permanent documents would be transmitted on an employee

ILLEGIB

 CONFIDENTIAL
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CONHDI:N ﬂAL

- At the tiue qr thin olumgo in Cvid Service na»gulatim

4% wan dotermined thut Personnel Division would bo tho point af

whioh thopo persomel folders would bo filed, Therefore, such |
doounents which lad provicusly beon £iled in Spocial Funds, when
oxoouted Ly new wmployens, wara retained in the Forsonnel Division
rilony MNotntions were made on persemnsl aotionn, vhioh woere
transmitsed to Speainl Funds, that sueh documente had bocm oxaouted

“and were flled in Persownel Diﬂr.‘.«&on Pilose

Under the progent mrmmul proscdurs, the docwments,

although bodng hendled 1In aocordenco with Civil Service Commlsaion's '
‘Ragulations, are not being filed in accorduncs with CIC Adnivistrse

tive Instructions| | Therefore, it in reguestod thet the
CIG orders roparding personnol procedures, be rovined to conform
with the Civil Sorvice Commlssion proceduros ae outlined in Fedoral
Parvommel Hanual, feotion 51, pm‘t 204

Depuity Chind’, Sr0)

- Dol

Wiie

CONFIDENTIAL
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CONFIDENTIAL

- CENTRAL INTELLIGENCE AGENCY
: \lashington,. D. C.

ADMINISTRATIVE INSTRUG . 11 June 19ug
: NOC
SUBJECT: Special Empioyment Agreements
Rescissions: Administrative Instruction dated 31 Decem=
‘ ber 19L6. ‘ . \
Administrative Instruction Amendment No, 1,
dated 7 January 1947. .
Administrative Instruction dated 31 Decem=- °
ber 1946. ‘

Unvouchered Appointments

1. ‘Appdintments of employees to bte paid from unvouchered funds will .
be made by the forms preseribed below:

a., Departmental | employees who are not re~

Geired to subscribe to an agreement for overseas service = Form No.
51~105.
b. Departmental | |employees who are required

to subscribe to an agreement for overseas service - Form No. 51-10L.

6. Employees employed specifically for overseas service - Form
No. 51~10l. ‘ '

Vouchered Appointments

2. Employees to be paid from vouchered funds who are required, as
a condition of employment, to agree to future overseas service will be
required to subscribe to Form No. 55-10L at the time of their appointe
ments, and the sigred overseas agreement will be incorporated into the
regular appointment instrument. ,

Overseas Agreements

3.  The Assistant Directors for Operations and Special Operations
may, in their discretion, recuire acceptance of an agreement to serve
overseas as a condition of employment for any prospective employee of
their offices, and prescribe a tour of less than 2L months where it is
determined to be in the best interest of the government,

Other Requireme nté

, L. Nothing in these instructions shall be .construed to waive any ’
other requirement of law or regulations affecting the legality of em-

 ployment of personnecl by this :

CONFIDENTIAL ... 1,2

R. H. HILLENKOETTER

 Sample Forms attached (3) . " Rear Admiral, USN

DISTRIBUTION: A Director of Central Intelligence

Approved Fér Release 2003/01/13 : CIA-RDP81-00728R00010001 Q01 11
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CENTRAL INTELLIGENCE AGENCY
| 2430 K STREET NW.
WASHINGTON 25, D. C.

Date

Dear

1. Thise 1s to notify you that the United States Government, as rep-
resented by the Central Intelligence Agency, has accepted your employment
effective :

~ Poailtions
Base Salary:
2. You will be:

a. Entitled to annual and sick leave in accordence with Civil
Service Commission rules and regulations, or such other provisions
‘of law or regulations as may be established in lieu thereof.

b. Reimbursed for travel expenses in accordance with CIA Regu-
lations or Standardized Government Travel Regulations, as amended.

c. If stationed outeide continentel United States, granted such
monetary allowances as are prescribed by CIA Regulations.

3. As a caondition of your employment by the Central Intelligence
Agency, you are sublect to assignment to tours of duty at posta outeide
the continental United States. Each time you are so assigned, unless
otherwise specified in advance by CTA, you will be required to remain at
the post to which assigned for a period of 24 months from the date of ar-
rivael thereat, unless sooner transferred, reassigned or separated for rea-
sons beyond your control, If you wish to return to the United States for
personal reasons during that‘period, all travel and transportation costs
incident to such return will be borne by you, with no expense to the

‘ Govemment .

L, If this employment is for assignment to an overseas poet, 1t 1s

‘understood and agreed that, unless earlier separated for reasons beyond

your control, you will remain in Government service for 12 months after
your arrival at your first overseas post, and if you violate this agree-
ment, any money expended by the United States on account of your travel
and the transportation of your immedlate family and household goods w:lll
be considered a debt due to the United Statea..

5. Employment 1s conditioned upon eatisfactory completion of the

training courses prescribed by CIA and satisfactory performance of duty
for a total period of" six months from date of amploymsnt.. In the event

Ap;pr(.)vecl For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1‘ :
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Du

eithei' training or performance of ‘duty 1g deemed unsatisfactory by CIA,

you will be offered other types of employment 1f available, or your em=
ployment will be terminated. :

' 6.  Your appointment is for such time as your pervices may be re-
quired and funds are avallable for the work of CIA. Notice of termination
will be given you by procedure gimilar to that provided by Civil Service
rules and regulations. ‘ ‘ '

) . 0fficial authorized to sign letters of
' appointment.

T accept the above agreement as é, con-
dition of my employment by CIA.

Employee Date

Form ﬁo. .
June 1948 5'1" 104

Appro.ved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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CENTRAL INTELLIGENCE AGENCY
k ‘ 2430 E STREET NW,
WASHINGTON 28, D. C.
Date

Dear
1. This 18 to notify you that the United States Government ae repre-
sented by the Central Intelligence Agency, has accepted your employment
effective. . : . ‘
Posltion:
Base Salary:
2, You will be:
a. Entitled to annual and sick leave in accordance with Civil

Service Commlssion rules and regulations, or such other provisions ;
of law or regulations as may be esteblished in lieu thereof. . Cd

b. Relmbursed for travel expenses in accordance wlth CIA Regu-
latlons or Standardized Goverrment Travel Regulations » as amsnded.

c. If stationed outside continental United States » granted such
monetary allowances ag are prescribed by CIA Regulations.

3. Employment le conditioned upon satisfactory completion of the
treining courses prescribed by CIA and satisfactory performance of duty
for a total period of six months from date of employment. In the event
either training or performance of duty is deemed unsatisfactory by CIA,
you will be offered other types of employment if available, or your em-
ployment will be terminated, .

4, Your appointment is for such time as your services may be re-
quired and funds are availasble for the work of CIA, Notice of termination
will be given you by procedure similaer to that provided by Civil Service -
rules and regulations. : :

Offlcial authorized to sigi letters of
appointment ‘ S

I accept the above agreement as & condi- ' : o ‘
tion of my employment by CIA. ' : ‘

Employee ' o " Date : ‘ . , !

Form No. &7.10
June 19&8‘5 0

e e e A R A AR i BT R
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AGREEMENT FOR OVFRSEAS SERVICE

l. As & condition of your employment by the Central Intelli- o
gence Agency, you are subJect to asslgnment to tours of duty at : i
poats outside the continental United States. ZEach time you are as-
slgned, unless otherwise specified in advance by CIA, you will be
‘required to remain at the post to which assigned for a period of .. S
24 months from the date of arrival thereat, unlese sooner trang- ]
. ferred, reassigned or separated for reasons beyond your control.
If you wish to return to the United Statee for personal reasons
during the period, all travel and tranaportation costs incident to
such return will be borne by you, with no expense to the Government.

2, If this employment is for assignment to an overseas post,
1t 1e understood and agreed that, unless earlier separated for rea- -
sons beyond your control, you will remain in Government gervice for 4
12 months after your arrival at your first overseas post, and if
you violate ‘this agreement, any money expended by the United States

on account of your travel and the transportation of your immediate
family and household goods will be considered a debt due to the
Unlted States.

O0fficlal authorized to sign letters of
“appolntment.

I accept the above agreement as a
condition of my employment by CIA

Employee

Date

Form No. -
June 1918 55-10k

. Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1 .
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COI\IPIDBI"lIAL ' L 3 S
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CHNTAAL INTPLLIGHICE GROUP -

C.X.u. ADINISTRATIVE ORDER |:|

1. Applicatiwas
A1l employees of CIG who are to be paid from unvouchered funds vild

be issued a letter of appointment at the time of their employment.

2. Authority to Sign Letters of Appointment:

a. The Director » CId, by memorandum dated 6 September 1945, has -
delezated authority to the z\.ssistant‘chief, Personnel l)ivisi‘on, to approve‘
appointments of>civilian employces and consultants for d_epartmentai or field
services, 3y cable dated 11 Octoaer 1946, the Director, CIG, dele: ated authorlty

to Chiefs of each mission or Independent Station to appoint civilian employees and

‘consultants. . Overt pcr,onnel and semi-covert persomnel to be pa-.d from unvouch=
ered funds vill receive letters of ap-ointment- sijned by one of the persons

listed avove. The form of this letter of appointment shall be in accordance

- yith Exhibit A attached herets.

" b. All ather types of personnel to be paid fr..n unvouchered funds will

receive letters of appointment signed by the Chief, | | in ‘ 25X1

accerdance with Delejation of Authority by t:e Director, CIL:, dated 21 October 19L6.

The form - f such 1etters vi aopomtment shall be approved in advance by the
| Office cff Ueneral Counsfal, exeept where such letters of appointment are executed
abroad, in which cas: a’ copyr will be direated to the .appro;:riate',ﬁranch Chief
in ‘jashin ton for referral to the uffice of General Counsel for review and
' 'ap;‘ufm'al as to forn.
Letters of 'appoa.ntnj-.ent will be issuc? at the time the er‘n;_nloyhént is

approved. The letter of appointment will be preparcd by the individual who is .

"a.uthorized to si.n the pai'ticular type of letter ‘of w-;omtﬂerit te be us ed. The:

orig mal of the letter of a“po:mtment sﬁall ve. ac'mo’rlcd sed oy -the e-mlo,;er as

: ~r»vlded for therein and permanently filed in- tne| — |1‘.1nzmce 25X1

I)1V151on,..P. % A. Branch. No payments oi salary frozﬁ unvout’:hered funds will bek

: madc to- any employee until a properly sisned letter of an“o:mtment is in the pos- S

session of tne

" FGR THE DIRECTOR OF CERTAAL T¥TILiTuliCE:

_Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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EBAHIET A

CRITIAL TWLCLL GGl JROUP

TASTITGION, O, C.

(Date)

Name

Street Address
City > State_

Dear 1ir. . :

1. This-is to notify you that the United States govermment, as represented
by the Central Intelli.ence uroup, has accepted your employment effective

Position:
Jase Salary: . per .

2. This appointiment is not a Civil Service position. You =ill be entitled
to annual and sick leave (only in accordance with Civil Service rules and regu-
lations). 7You will be reinbursed for travel expenses in accordance with the
Standardized Uovernment Travel ite_ulations, as amended. If stationed outside the
continental 1i its ol the United States, you will be jranted such monetary
allowances as are prescrived Ly CIG regulations.

3. If you are ordered to -a stat.on outside the continental United States,
wou will be required to serve a minimun preriod of twenty-four months at such
a station. If you wish to resi.n or terminate your appointnment or return to
the United States before the expiration of twenty-four months after the dite of
departure for an .verseas post, CIu will not pay your retur1 travel expenses
from a station outside the Unlted States. :

li.  Your appointment is for such ti e as your services may be reguired
and funds are available for the work of CI4., Yotice of termination will be
ziven you by procedure similar to that provided oy Civil Service rules and
regulations. ' ‘

ASSISTALT CIT:w, FrasOuiLo DIvIS.ON

. ACCEPTLD: =

~.Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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7 Jonuery 1947 copy 1o. 84

CL“ITJ{AL INTDLLIGINICE GROUP

ColoGo ADI” IlTIST'lATlVE ORDU’Ql | M'[DNDIH]NT NO. l '
25X1A ~ , - S : , o
| 1. C. I.G. Adninistrativo Order [  ]subjoct: "Lottors of o f
Appointment for Unvouchered Porsonnel,"' datod 31 December 1946, is heroby
‘ amended by changing tho word "omnloyer" to read "employee" in po.ro.‘gmph
g, Issuance”, line 4, _
- 25X1A 2. All copics of Administrative Ordor I:Ishould be changed
nccordingly., ‘ v
%
FOR THE DIRECTOR OF CENTRAL INTLLLIGENCE:
-25X1A
P ‘ Colonol, AGD ‘
i ‘ ‘ Executive for Personncl
Lo : and Administretion
é f
l 1
;
| !
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CONFIDENTIAL B »  corr-ne. 85

31 December 1946

CE'TRAL INTELLIGENCE GROUP "Y“L‘l"-ww "Z’"&

C.I.G. ADLINISTRATIVE ORDER | b (//&/f’

L"‘PTGlﬂ oF OVER""‘S SZ.‘.RVICE

1. Thez"e is hereby established a policy of requiriné individnalé .
whov'are assigned to overseas duty to remain overseas a minimuni of twenty-
four months. This means that if an employee wmsheq to return at an earller
date he must pay his own passage and will receive no travel allowances.

After twenty-four menths, the employee may reques*b return at Govemment

_expense witj,h the regular travel allowances, but such return would be for

separation, xiqt for ‘1eave'or pthef personal reasons. This policywi‘ll
te stated as a provision in the letter of appointment issued by CIG to
thé erployee, |
2e Expé::_ience has shown that in intelligence work all personnel who
stay o‘vers‘eas‘ for too long a period pass the point of greatest efficiency
an- lessen in useful productivity due t§ lack of contact with domestic problemé

an’ customers, and lack of knowledge ef new techniques, methods and pro-

ce pires, It has been administratively determined in aceordance with this

experience that no employee should be continuously overseas for a périod
of rore than thirty months, and that it is necessary to an efficient and
éc’.;;ptable seﬁice to re~train and re-orient all emﬁloyees after the
péﬁsage of some twwe;nty-four tb‘ thirty months overseass Accordingly, branch

chiefs will maintain records of the period for which employees under

) ﬁhéir control have been outside of the United States and, on the ex~

piration of ‘twentj-i'our‘months,v will take the proper steps for returning

eé.gh employee for specific re-training and re-orientation. On completion

" of cuch a training program, the employee may take leave in'accordance

with exiétihg Government r.egulations.' On completi'onv of leave, the’
em. oyee 1r9y recﬁire-‘additional training dr may be assigned immediately

to en over ‘'seas post on the condition that a further minlmum per:.od of .

tw"ﬂy»f*aur monthy du+y cvnrsea.s will be servod.
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COLFIDINTIAL

S 3¢ It will be the duty of the branch chief, in consultatlon w:Lth
the other officers concemed to determlne whether return for tralmng
will be on semporary dut" or ncrnanen‘c phan[fe of station, to determine
the course of training necessary, and to establish that the travel involvéd

is necessary in the best interests of t‘ne Government. Requests from

_overseas for return of 1nd1v;duala will be considered only in connection -

‘ wn.th Shparatlon or tmvel at the individual's expense.

FOR TLL DIRICTOR OF CENTRAL II\]’TELLIGENCE:

Execwtive for Fersonnel and Administration
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 wwewsmes CONFIDENTIAL RN
R O]ﬁce Memomndzmz UNITED STATES GOVERNMENT

“T0- . .: Director of Central Intelllgence DATE: 23 March 1948
. - Attention: Executive for Admin, & Management ‘
FROM : Assistant Director for Qperations .

SUBJECT: Conditions of Overseas Service for CIA Employees

1. Reference is made to the memorandum from the Executive for
. Administration and Management addressed to the General Counsel, sub- L
b ject as above, with attachments, dated 27 February 1948, together - . !
3 with subsequent attachments appended by the.Assistant Director for B
Special Operations -, ' ; i

v

2. The proposed drafts as set forth in Tab A are concurred in ,
by this office with the exception of the following commentss 1

éTATSPEC 3. The subject memorandum refers to Meach CIA employee hereafter 5
’ employed | 4

STATSPEC

who may go overseas and those employees who will not be sent overseas.
Recognition of this fact is noted in paragraph 2 of your memorandum to
the ‘General Counsel bub it is suggested that the subject headings of
the two proposed drafts should also reflect this thought.

Encl:
Memo of 27 Feb 1948 ,
w/attachments fr Exec.for AWM .
to Gen.Counsel o
Memo of 17 March 1948 = -
w/attachments fr Ass'b.D:Lr/OSO
‘to DCI

-~ CONFDENTAL M
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L T O P T I S
!mw@ LA TS U ?‘,

| O]ﬁce Memorandum + vxirep states GOVERNMENT

Executive for Administration and Management DATE: 1 April 1948
Chief, Budget and Finance Branch

Condi tions of overseas IO'PV1°0 for CIA employees

1. In response to your request, a review has been made of the

attached material, and it is desired to offer for your consideration,
the following comments or suggestions; ‘

8. There does not appear to be a great deal of difference
between the recommendations presented by 0S0 and those set forth
in Tab A of the attached papers., It would appear advissble that
& uniform agreement be used for all personnel throughout the r
Agency and in some respects, the suggested agreements under Tab A

~ would appear to be & simplification over that used by 080.-

be This office is of the opinion that a new appointee recruited
for the purpose of being assigned to a permenent position in
the continental limits of the United States or a present employee
of the organization who is currently .assigned to a permanent
position in the United Statee should not be required to sign an_
overseas agreement since such agreement is not required by and

. ‘'would not come within the provisions of Section 7, Public Law 600,

C. Aside from the provisions of Section 7, Public Law 600,
which pertains only to new appointees recruited for overseas
duty, (except for the distinction made as to .the return of
employese from abroad) it appears that normal transfer procedure’
should govern the transfer of employees already on duty in the
United States from such duty post to an overseas station, and
that an agreement would not be necessary except as required by
Agency policy, particularly since the transfer would be made
only in the interest of the Government and not for the convenience .
of the employee. Employees who ori ginally were recruited for
overseas duty and have served one complete 24 months tour should
be placed in the same oategory as employees currently assigned

to a station in the United States.

de It does not appear that employees who are transferred to
overseas posts under normal procedure should be required to sign
-an agreement whereby the cost of transportation abroad should be
repaid. The cost of return to the United States would, in any
event, be borne by the employee if he returned for personal
reasons rather than official reasons as interpreted under existing
regulations and statutes., Normal trenefer procedure would )
‘permit appropriate determination to be made in any case where
it appeared that transportation tnd/or travel were performed for
the convenience of the individual as determined from all available
facts and circumstances. . .

.
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e If it is desired as a matter of policy that old
employees as distinguished from new appointees sign Gverseas
agreements at the time their transTer abroad is approved, it
would appsar advisablse that the item of the repayment of
‘transportation and travel expenses be omi tted from such an
agreement and that there be eliminated in the agreement any
reference to a possible exception to be made by the Director
of CIA since it is presumed that he or other appropriate CIA
official could void or waive the agreement in the interest
of the United States Government,

2, It is our final Suggestion, therefore, that an agreement
form be devised which will be more or less a consolidation of those
presented under Tebs A and D of the attached materisl witn no
reference to repayment of transportation or travel expenses of

" Section 7 of the Public Law 600, 1In thig connection it is to be

noted that no exception can be made to the provisions of Section 7,
Public Law 600 with respect to the 12 months tour of duty and the
repayment of transportation and travel costs, although 1t would be
permissible for the head of the Department to sppropriately determine
that the individual should be reassigned, separated or transferred
for the interest of the United States Government, In the absence

of such a determination, the individual would be required to repay
all costs under the provisions of Section 7, Public Law 600, :

E. R. SAUNDERS

ey

Coo
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STATINTL Z

STATINTL

Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1

“STATINTL
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STATINTL

General Coungel
Attns

Doputy Budget Officer

STATINTL

Overseas Employment, Agreeﬁbnte

l. Reference is made to previous correspondence and recent
conversations held with.regard to the matter of issuing revised
statements of pelicy and regulutions relating to the matter.of
executlng overseas employment agreemonts and paying the costs of
travel and transportation in connection with the dispatch abroad
and/or return of both new appointees and those serving a tour of
duty subsequent to thut of initial appointment and their dependents.
This matter was originally presented for consideration to the Chief,
fpecial Support Staff, in your memorandum of 1 February 1950.

Your file copy of this menorandum is attached.

2. A conference wes held today with respect to this pro lem,
Attending the meeting were of the
Special Support staff; UNiel, namnistravive otaff;
Mr. Kelly, Personnel Director; and the undersigned. Various aspects
of the problem were discussed and & review was made of a proposed
instruction preparad by this office. :

STATINTL

5. After reaching geperal.agreoment as to the nature of the
contents of the proposed-Tevised\Aw truction (refer to
Administrative Tnetructions

"7731 Tecenber 1048 respecti

.dated 11 June 1948 and _
Ermifed that "the - PeresHhiol

STATINTL

mmw«i‘*‘ “

=Ty ‘
Director was the logical officer to further implement and coordinate.

the proposed inetruction, Accordingly, it is anticipated that the
Personnel Director wili present a draft of & revised instruction
for the purpose of obtaining the concurrence of appropriate Agency
officiuls at an early date.

KEW/v1b -

cc: Management OfficerV/
Personnel Director
Signer's copy

. ‘ Apﬁroved For Release 2003/01/13 : CIAfRDP81700728R000100010011-1
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+* STANDARD FORM.NO, 84

A Ap o CONFIRENTIAL
Oﬁ%e Memomndum * UNITED STATES GOVERNMENT ¥ {

TO + Qeneral Counsel ‘ _ DATR:27 February 1948
"FROM ; Executive for A& ‘ ‘

suBJECT: Conditions of Overseas 3Zervice for CIA Employees

1. Attached are--

8. Your draft of an overgeas agreement to he eioned Yar coaw ove

‘ ST/EATSPEC

: on duty with CIA.

be Draft prépafed by this office of a condition to be included in
the oveirseas contract to be signed by any employee currently employed
by CIA’ prior to being sent or again sent to an overseas station. ,

! , 2. It is recommended that the signing of an agreement exactly similar
' to that referred to in paragraph la abov hereafter made a condition of
STATSPEC employment for all new employees of L;‘EI 0S0 except when specifically
recommended for exception by the Assistant Director concerned.

; 3¢ a. It is further recommended that an agreement exactly similar to °~
! . that referred to in paragraph 1b above be included in a contract to be
ST AT?;PEC signed by any individual now on duty with CIA or hereafter employed for

T assignment to other than 050 andthereafter ordered to an overseas
‘ station. " : . - S0

1

i
!

b. The inclusion of the agreement referred to in paragraph 1b
above in an overseas contract should not be necessary in the case of
any individual who has signed as a condition. of employment the overseas
agreement referred to in paragraph la above,

i

1
|
! Lo Request.either your concurrence and transmission to the Deputy
i

L Director for his decision, or your further comment and further coordination
| ~with this;office‘.

1

Encis.
(See para 1 above)

ho lecal obsectfion

IDENTIAL
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OVERSTAS AGREEMENT L

' ' ‘ ‘ & 2
I : s une ‘ t,4
a condition orf mgr employment by the Central In elliyence
b

1 dd .
Agenoy F-am subject to assignment to - toursgr duty at e

Postsoutside the c ontinental Unlted States

. Rt ford
sQndltion, I-em Each time —;,\-am ]

for a period of 24 m Q:hs fron/ the date ,Z‘Aaz;rivtﬁ
there‘?‘;mle‘ss Sooner transfefred, reassigned or separated

. rw . ’ .
for reasons beyond’ig_ control, snd—shetof £ /!hzish to

return to the United Sta¥es for personal reasons during i

that period, 2ll trave a d‘transportation costs incident i

to such return will e borng by s Wlth no expense to

-

wu/o’ M /

4 for personsal

j;he-»@ro‘v'emmenfi .

reasons within 12 months of my\arrival at such a post, | ‘

all costs 'paid/by the Government\ in cgnnectién with wy

travel and tr:a/nsportation to that‘post shall be con-

sidered a dc?{;t due by%‘o the United States,

2. \The ab/o‘ire agreegent shall, wnde sueh regulat ons ,
i

as the Dire torl may prescr be, be subjekt\to ex ptions

the best interagt of the Govirnment warrahts.,

: / oy : rasdecd \[ mw-
4, “?VWM ol ’ Mﬂ it ./“,x? A. |

i A
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L SRR | 27th8

By

: . 0 BE INCLUDED IN EACH CON'IRACT FOR OVERSEAS SERVICE T BE-
"~ STATSPE ‘ SIGNED BY C TA EMPLOYEES WHO HAVE NOT PREVIOUSLY SJIGNED THE {
c . QENERAL OVERS DAS AGREE WHICH IS 0 BE RBIQIYED IN FU'lURE

OF EACH NEW EMPI,OYEE OF

."1} I, , a8 8 condition f my being assigned .

RPN SRRt e

and sent to an overseas post by the 'Central Z 111gence Agency, agree,
unless othervd.se specified in\advance by CIA, /

a. I will remain at bpe post to. which agsigned for a period of

2h montha from the date I rive theré, unless ‘sooner transferred,

reassigned or separated for reasons / beyond my control, ‘and that if

1 wish to return to the Un:Lt 4 Sfates. for personal reasons during
; that period, all travel and 1T sportation costs incident to such

ith no expense to the Governmente

petyat ST A atk»—aﬁ-ﬁ(i*@&t?c;w“%w,}ﬂ)mw‘ s

return will be borne by me,
/

b. If I leave the em of CIA for personal reasons within

E ' 12 months of my errival st su ha poslt, all costs paid by the

1 Government in connects.zl withimy travel and transportation to that
| post shall be considered & de t due by me to the United States.

2, ‘e above agre ment shall, under such regulations as the

. Director may prescrib?, be subject exceptions where the best interest

i " of the Government w#'x‘ants. _ \

i;‘: . ' e
R ) . f
- | \ | i

i
BY
R

A 0 D ‘
pproved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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Y CON IDENTIAL 4
N AGENCY
CENTRAL INTELLIGENCE GROUP

2430 E STREET NW.
WASHINGTON 28, D. C.

—"

e am o

{date)

; Dear

1. This is to notify you that the United States Government,,
as represented by the Central. Intelligence Group, has accepted
your employment effective

: Poaition:
; o Base Salary:

! 2. This appointment. is not a Civil Service position. You

will be entitled to annual and sick leave {only in accordance

with Civil Service ‘rules and regulations). You will be reimbursed
for travel expenses in accordance with the Standardized Government
Travel Regulatione, as amended. If stationed outside the conti-
nental limits of the United States, you will be granted such monetary
allowances as are prescribed by CIG regulations.

&‘ 3. If you are ordered to a station outside the continental

! United States, you will be required to serve a minimum period of

t twenty-four months at such .a station. If you wish to resign or

i . terminate your appointment or return to the United States before

ILLEGIB the expiration of twenty-four months after the date of[ _____ Jarrival at the
ILLEGIB ‘[;:::::ﬁoverseas post, CIG will not pay your return travel expenses

i rom a station outside the United States.

i

| : 5.%.  Your appointment is for such time as your services may
| be required and funds are available for the work of CIG. Notice
} of termination will be given you by procedure similar to that

i provided by Civil Service rules and regulations.

| ILLEGIB | - - [ TuIER, PERSONNEL DIVISION

4o Employment is conditioned upon satisfactory com-
‘ pletion of the training courses prescribed by CIA and satis=-
- ACCEPTED: factory performance of duty for a total period of six months
from date of employment, In the event either training or
performance of duty is deemed unsatisfactory by CIA, you
will be offered other types of employment if available, and,
if not avallable, you will be terminated, :

{
{
i
|
¢
H
i
I
i
!
{

- CONFIDENTIAL

e AR T 5 g s - o i o e e

s B
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e | )43 B)
L SEmFlDENTlAL C Ny

i

Dates

Central Intelligence Agency
2430 B Street, N. W.
Washington, D. C.

Gentlemen:

1. 1In accordance with the policy of the Central Intelligence Agency
that, except as Central Intelligence Agency may deem it in its best intorests
 to recall or transfer me from my overseas post, it is understood and agreed
by me I shall be required by the Central Intelligence Agency to serve a
minimum period of twenty-four months at my place of employment outside the
continental United States, and if I resign or terminate my sppointment or
return to the United States before the expiration of twenty-four months
aftor the date of arrival at my overseas post, unless separated for reasons
beyond my control, the Central Intelligence Agency will not pay my return
travel expenses from such station outside the United States.

2¢ It is further understood and agreed by me that I shall remain in

the Govermment service for the twelve months following my arrival et my
overseas post unless separated for reasons beyond my control._zzn the event
of a violation by me of the agreement in this paragraph, any moneys expended
by the United States on account of my travel, inciuding per diem while in a
temporary duty status in Washington, expenses of transportation of my immedi-
ate family, and expenses of transportation sf my household goods and personal
. effects from any place of actual residence at time of appointment to place

of .employment outside the continental United States, and for such ‘expenses

on my return:from such post of duty to my place of dctual residence at time
of assignment to duty outside the United States, shall be considered as a
debt due by me to the United States::]

WITNESS:

'
SESRRIFIDENTIAL

2003/01/13 ;:CIA RDP81 00728

Approved For Rel
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|8 . ; M - .

i: : "DRAFT " CENTRAL INTELLIGENCE SROOM o
. oo : 2430 E STREET NW. :

o ‘ , | WASHINGTON 25, D. C.

(Date)

"Dear s

: "le This is to notify you that the United States Government,, as
L represented by the Central Intelligence Gmewp, has accepted your employment
B effective .

; Posi‘oiom
Bese Salary:

2. Mmmwew«wm You will be
entitled to annual and sick leave in accordance with Civil Service

j rules and regulations}), ¥ew-wiid~be péimbursed for travel expenses in ac-
| grdance with the Stendardized Govergment Travel Regulations, as amended; M.é( )
| stationed outside the continente) limits of the United States, yem=siii=iwm
: granted such monetary allowances af are prescribed by CIA regulations,

AN
3. As a condition of your Amployment by CIA( you are subject to assign- .)'Jg
ment outside the continental Undted States. Except as CIA may deem,it .in its,, »
best interests to recall or trénsfer you W,Z‘féu will be
required to serve a minimum périod of twenty-four months outside the continental
Uiited States from the date 4f arrival at your first overseas post, unless
separated for reasons beyond your, control. If you wish to return to the United
v States for personal reasong prior to the termination of such period, all travel

and transportation costs Ancident to such return will be borne by you with no
expense to the government., ' . ‘

4. If you are appointed for assignment to an oversees post, it is under-
stood.and ggreed thatyiyou will remain in the government service for the twelve
month’é:’ﬁﬁ%g youf arrival at such overseas post unless sepsrated for reasons
beyond your control(. In the event of a violation by you of the agreement in
this paragraph, moneys expended by the United States on account of your
travel, including/per diem while in a temporary duty status in Washington,
expenges of trangportation of your household goods and personal effects from
any place of acfual residence at time of appointment to place of employment
outside the coptinental United States, and for such expenses on your return
from such posy of duty to your place of actual residence at time of assign=-
ment to duty/outside the United States, shall be conesidered as a debt due by
you to the Uhited States,

- CONFIDENTIAL

Appfro\led For Release 2003/01[13 : CIA-RDP81-00728R0001000'1‘0011 -1
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;‘In the event either training or pe

ment if available
, ‘ e

- provided by Civil Service rules . ayd
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~ CONFIDENTIAL

:éf//Employment is conditioned upon satisfac
of the training courses prescrihed by CIA and s

of duty for a total period of siX months from date of employment,
formance & duty is deemed -

fferedOther types of employ-

yougwill be terminated,

rplotyme” ‘

time as your services may
the work of CIA, Notice
prodedure similar to that
regulations,

6?§Scomp1etion
isfactory performance

unsatisfactory by CIA, you will be

.~ Your appointment is for suec
be required and funds are available
of termination will be given you h

CHIEF, RERSONNEL RNIVISION

~ CONFDENTAL
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© 2 January 1948

WEMORANDUM FOR THE EXECUTIVE FOR A&M

Subject: Proposed Administrative Instruction

1 Attached hereto is proposed Administrative
Instruction concerning length of overseas service
- and agreement to be signed by individuals who are
to be stationed abroed. You will note’the concurrences
of the Chief and the Asslstant Chief, Budget
and Finance Branch. ‘ .

" 2+ .The agreement has been red to porate
the suggestions of noted
in hls memorandum or—rvDeCemMDET TUTT:

JOHN S. WARNER
Assistant General Counsél

App?oved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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DRAFT

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMINISTRATIVE INSTRUCTION
NUMBER .

SUBJECT: Agreement Concerning Length of
: Overseas Service -

1. CIA Administrative Instruction

. dated .31 December 1946, established the policy of

requiring indlviduals who are assigned to overseas
duty to serve a minimum of twenty=-four months. Where
individuals are appointed for overseas assignment,

and it is proposed that their travel expenses be pald
from their place of actuasl residence to their over=
Seas post, there is required under Section 7, Public
Law 600, 79th Congress, 2nd Session, approved 2 August
1946, a written agreement whereby the employee agrees
to remain in the Government service for . a stipulated
periods -

2e In paragraph 1 of the form of agreement,
which is attached, there are incorporated the pro=

-visions required by Public Law 600, and in paragraph

2, there are set forth the provisions required by the
policy of this Agencye. Accordingly, all new
appointees employed for assignment overseas will be
required to sign this type of an agreement. Where
currently employed lndividuals are to be transferred
to an overseas post, they will be required to sign
the agreement containing only the second paragraph of
the attached form of agreement.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:'

Executive for
Administration and Management

DISTRIBUTION:

Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1
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Date:

Contral Intellivence Agency
2430 B Street, Ne. W
Washington, D. Ce

Gentlemen:

1. Pursuant to Section 7, Public Law 600,
79th Congress, 2nd Session, approved 2 August 1946,
I hereby agree to remeln in the Government service
for the twelve months followlng my arrival at my
overseas post, unless separated for reasons beyond
my control. In case of a violatlon of this agree=-
ment, any moneys expended by the Unlted States on
account of my travel, expenses of' transportation
of my immediste family and expenses of transporta=-
tion of my household goods and personal effects
from any place of actual residence &t time of
appointment to place. of employment outside the

-continental United States, and for such expenses

on my return from such post of duty to my place of

- actual resldence at time of assignment to duty

cutside the United States, shall be considered as
a debt due by me to the Unlited States.

2. It 1s further understood and agreed by
me that, except as Central Intellligence Agency may
deem it in its best interests to recall or transfer
me from my overseas post. I shall be required by
the Agency to serve a minimum period of twenty-four

“months at my place of employment outside the conti=

nental United States, and, 1f I wish to resign or

terminate my appointment or return to the United

States before the expiration of twenty-four months
after the date of arrival at my overseas post, the
Central Intelligence Agency will not pay my return
travel expenses from such station outside the
United States.

WITNESS:

Approved For Release 2003Id1l13 : CIA-RDP81-00728R000100010011-1



Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1

Ho e . . : . i
L A ry
; , L L] y i ‘ g’ g
ST | 1111118 S
IR . December 19, 1947 ;
: !
/  MEMORANDUM 10 GENERAL COUNSEL |
i - SUBJECT: PROPOSED ADMINTSTRATIVE INSTRUGIICN CONCERNING |
X : DURATION OF OVERSTAS SERVICE. :
STATSF?EC : ' concurs in the draft as proposed, but recommends in 1
; the interest of completeness that the second baragraph of the
‘ agreement. form be reworded to begin:
M2.° It is further understood and agreed by ne
: that( as Central Intelligsen ency mey d
| in its bes rests to_r
; ‘ 3 85048 I shall be required by the
! Agency to serve a minimum perlod of twenty-four
months ., M ‘
25X1A
i ‘ .
‘ OOD ‘ 25X1A |
I :
i3
|
i
f
ff |
LY b
B R NG U U BTN o
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a

STATSPEC chi.fl:l i T IU PeUemUST X%/
SRR Assistant Chief, Budget and Pinance Branch
Asroomint Conoerning Length of Overseas Service
There is attached a draft of a proposed Administrative Instruotion which
has been prepared by the. General Counsel for our review. ‘ '

Insofar as this office is oonoerned, the draft as written is acoeptable,
and it will be appreciated if you will review the préposed Instruction and
forward it to the General Counsel with any comments you wish to make.

25X1A

Assistant Chief, ‘
Budget and Finance Branch

063 MNr. Warnery .

2sxia [ fam

Pt A TR

farpoaz V
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ILLEGIB |
25X1A  SUBJECT:

25X1A

;- B ‘ /,‘Adminisjtrgtive Instruction p subject: "Group Hospitaliza-

tion", dated 17 December 1946 is rescinded,

At ao:

2, Covnrut- prbinis Wwwv/ s ,J,WA fuj“ wwnld W/;rr
44‘ awLuut:w:vau'd = ‘M"‘“A"“ e A M“"m' 7 t‘{( /ML’Mé

25X1A
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 CONFIDENTIAL

: , . N B . i
ks | CENTRAL INTELLIGENGE AGENGY

P S ‘ " Washington, D.C.

v
25X1A ADMINISTRATIV%I'NSTQUCTION .

- NO. : \

3,
 SUBJECT: Personhel Policies /lnd Procedures

S

- 25X1A | : |
: 1, Pending revision of Administrative Instruction:‘as amended by
25X1A |j the following instructions will govern:

as (1) Requests for entry on duty of individuals prior
to completion of full security clearance procedures will
be submitted through the Personnel Director to the Chief,
-Inspection and Security Staff,by Assistant Directors a.nd
Staff Chiefs, including essentlal details of operational
Justification and utrgent need for the services of the ine
dividuals concemed : : :

:(2) The Chief, Imspection and Security Staff, will
forward the requests with his recommendations to the Exec-
utive who w-.:.ll obtain the Director's action,

b, : The Chief, Spec:.al Support Staff, -and the Personnel Director
are authorized to act for the Director on recommended personnel ac-
tions involving grades GS-13' through GS-15. Unresolved differences
of opinion between the Chief, Special Support Staff, and Assistant
Diréctors and Staff Chiefs will be referred to the Personnel Direc~

\ tor,. Similar differences involving the Personnel Director will be
referred to the Executive, _ .

c. The Executive is authorized to act for the Director on recom—
mended personnel actions :I.nvolving grades Gs-16 and @-17. e ‘
v d, Personnel actions involving grades GS-18 and the three spe=-

. cial grades authorized by Section 9, Public Law 110, as amended, will
’ - " be referred through the Executive to the Director for final action,

25X1A
DISTRIBUTION: 2 = WALTER B, SMITH
’ " Director S
\g‘)
| .‘ | 90
CONFIDENTIAL . Q

Tt
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& em. aeY 5%

S RBEN ——
| | ‘_xccutﬁ'olﬂogim'y

may 11 @ap

HENORSHIUY PORs  Ohief, Admiuistrative gteff
Chief, Special Rupport ftell

2§X1A SUBJECTY Uperational Lialsen Ternination Clearsnces.’

REFINENOR Adninistrative xnnipm-oﬁionl;l paras §
graph 17, Terainstion end Finkd learancds:
St g E— e

Inelude clonrancs with Lialgon Diviglon, O0CD, in caoch
sose whors operatlonal limison conbact hns heen established

by OCh for the CI4 empleyee wilth obhor poverusent grencies, ‘

POR - THE DIRZCTOR OF CAN¥RAL THPALLIGUNCE

25X1A | | »
N : W
| ]

Aoting Hxeoutive

I:IAR/pl
5oy AD/QCI)
¢/COAPS

Subject File (Re";urn to Managément Sta:f‘f)f
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. TO
FROM

SUBJECT:

_;ympmn I'O'RM No.e; ' o ,/ : ‘, . Zw
Office Memorandu NT
: AExecufiv‘a for Administration and- Managemenf 1 June 4948

' Deputy Assistent Director for Operations

Instructioanlbut believes that, for the sake of clarity, para-

Approved For Release 2003/01/13 : CIA-RDP81-00728R00010001 0011-1

"

e

Draft Administrative Instruction.re "Special Employment Agreements®

| This Office concurs in the intent of the draft Administrative

graph 4 of Form No. 51-104 should be deleted and that a sentence sub- B
stantially as follows added to Paragraph 3: "Unless you remain in ;
Government service, when this employment is for assignment to an ‘ ‘
overseas post, for twelve months after your arrival at your first over-

seas post, any money expended by the United States Government on account

of your travel and the transportation of your immediate family and

household goods will be considered a debt due to the United States

Government." ‘ o

/ [M/a. diccaee /Mf'f/{ e

19T

CoReM ¢ TR ¢
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COEDRT oo

S | 2 Way 948 7‘],@#?5

CENIRAL INTELLLGENCE AGENCY /M % ?

Washington, U, C.
ADMINISTRATIVE INSTRUCTION . " Dpate // Qz/ﬂl/ QZX/

NUMBER
SUBJECT: - Special Employment. Agreements

‘Recisiong Administrative J.nstrucuon '/ bl w v

31 December 1946 [
M’il m 31 AT HIG P

Unvoucherea Apgo:.n‘c.ments

1l. Appointments of employees to be paid from unvouchered funds will

" be made by the forms prescribed below:

a. Departmental and employees who are not

required to subscribe to an agreement for overseas service —-
Form No. 57-/95 » /

be Departmental and employees who are required

to subscribe to an agreement for overseas service -- TForm No. 51-10L. ‘/
| .
¢. Employees employed specifically for overseas service -- _
o ™
Form Noe 51~1UL.

1
Vouchered Appointments

2. Employees to be paid from vouchsred funds who are required, as
a condition of employment, to agree to future overseas service will be
required to subscribe to Form No. 55-104Vat the time of their appointments,
and the signed overseas agreement‘quill be incorporated into the regular.
appointment.instrument. | |

Overseas Agreements

3. The Assistant Directors for Operations and Special Operatioris may,
in their dlscret:.on, require acceptance of an agreement to serve overseas

as a cond:.t:.on of employment ior any prospect:.ve employee of thelr offices,

and prescribe & tour of less than 24 months where 1t -is determined to be in the

best interest of the government(ONF“}E\g"AL

Approved Fo'rReIeal‘s»e 2003/01/13 : CIA-RDP81-00728R000100010011-1 ‘
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i ;

3 : o

¥ - - ) A :

| CONFIDENTIAL

; v ! |

: Other Requirements

‘ - Lo Nothing in these instructions shall be consi;rued to waive any

| ' ‘ ' ‘

( other requirement of law or regulations affecting the legality of

L employment of personnel by this agency. |

l ‘ ' : R. He HILLENKOETTER

, 25X1A ‘
|
’ General Counsel - I (de~me4) concus /27 7§
‘ Date
' o Special Operations - I {de—not) conci ‘JZA' %/i’
| 25X1A | . | ‘ ' u‘[ >
:: Operations - 1 fdv/a9¥) concus il
i ‘
] , Personnel Branch,a&l - I (ge—mmd) concug b /% y
‘ Buiget & Fin. Br.,sty - - 2
j , s B&M I (de=me®) concur] _7_4/ )
e (

0 £ .80 R e i TN o 55 ST
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CENTRAL INTELLIGENCE GROUP‘
2430 E STREET NW. ‘
WASHINGTON 23, D. C,

P ) oy ) R R T SR

Date -

Dear D | | | A
1o This 15 to notify you that the United States Govermment, as rep-

resanted by the Central Intolligence Agency, has accepted your employment .

-offective

Posktion:
_, Base Salary:
“2¢ 'You will- bet

8 Entitled to annual and sick leave in accordance with Civil
Service Commission rules and regula tions, or such other prrovisions
...of law or regulations as may be established .in lieu thereof.

be Reimbursed for travel expenses in accordance with CIA Regu~
lations or Standardized Governmeht Travel Regulations, as amsnded,

e If stationed cutside continental United States, granted such

monstary allowamoes as:are prescribed by CIA Regulations,

3e A8 a condition of your enployment by the Central Intelligence .
Agenoy, you are subject to assignment, to tours of duty at posts outside
the continental United States. Each time you are so assigned, unless
otherwise spacified in advance by CIA, you will be required to remainaat
the post to-which assigned for a period of 2l months from the date of ar-
rival thereat, unless sooner transferred, reassigned or Sseparated for rea=
sons beyond: your controls If you wish to return to the United States for
‘personal reasons during that period, all travel and transportation costs
incident to-such return will be borne by you, with no expense to the

Government, BT -

ke If this employment is for assignment to an overseas ‘post, it is
understood ‘and ageed that, unless earlier separated for reasons beyond
your eontrol, you will remain in Government service for 12 months after
your arrival ‘at your first overseas post, and if you violate this agree-

- ment, ney expended by the United States on acocount of - your travel

be considered a debt due to the United States,

5. Employment is cbndit:l.oned‘upo’li;""'sétisfactbry completion of the

- ~training eourses: prescribed by CIA and satisfactory performance of duty

for a tot&lperiod of six months from date of employment. In theevent

Approved For Release 2003/01/13 : CIA-RDP81-00728R00010001 0‘01 1-1‘
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BEOSLe 0 ¥ f A‘i;'u .

elther training or performance of duty is deemed unsatisfactory by CIA,
you will be offered other types of employment if aval lable, or your em—
‘ployment will be terminated. ‘ v

6. Your appolntment is for such time as your services may be re-

quired and funds are avallable for the work of CIA, MNotice of termination .

will be glven you by procedure similar to.that provided by Civil Servioe
rules and regulations, ‘

0fTTcial authorlzed to sign letters of
appointment. _ S

I accept the above agreement as a cone
dition of my employment by CIA.

Employes Tate
: L0ty ‘

Form Mo, '
Juns 1948 51'10"

Approved For Release 2003/01/13 : CIA—RDP81 -00728R00010001 001 11
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CENTRAL INTELLIGENCE GROUP ,
‘ ‘2430 E STREET NW. [
WASHINGTON 25, D. C. ’

Dear

1, This is to notify you that the United St.atesboverminnt as repre-
sented by the Central Intelligence Agency, has accepted your employment
effective ‘ o

Positions
Base Salary:
2¢ You will be:

ay Entitled to annual and sick leave in accordance with Civil
Service Commission rules and regulations, or sush other provisions
of law or regulations as may be established in lieu thereof,

be ' Reimbursed for travel expenses in accordance with CIA Rogu-
lations or Standardized Government Travel Regulations, as amended.

s If stationed outsidé continental United States, granted such’
monetary allowances as are preseribed by CIA Regulations,

: 3. Employment is conditioned upon satisfactory completion of the
training courses pruscribed by CIA and satisfactory performance of duty
for a total period of six months from date of employment. In the event
either training or performance of duty is deemed unsatisfactory by CIA,
~you will be offered other types of employment if avallable, or your eme
Ployment will be terminated, ‘

Le Your appointment is for such time as your services may be re-
quired and funds are available for the work of CIA., Notice of termination
. wWill be given you by procedure similar to that provided by Civil Service ‘
_ Tules and regulations, - '

OrTTcial authorized to sign Eturs of

appointaent

T accept the above agreement as a condi~
“ tion of my employment by CIA, ‘

. ST

o org o 51108
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AGREEMENT FOR_OVERSEAS SERVICE

l. As a condition of your employment by the Central Intelli-

. gence Agency, you are subject to agsigmment to tours of duty at _
posts outside the continental United States. Each time you are ase
aigned, unless otherwise specified in advance by CIA, you will be
required to remain at the post to which assigned for a period of

2}, months from the date of arrival thereat, unless sooner trange
ferred, reassigmed or separated for reasons beyond Your control.

If you wish to return to the United States for personal reasons
during the period, all travel and transportation costs incident to
such return will bte borne by you, with no expense to the Government,

2. If this employment is for assignmént 4o an overseas post,
it is understood and agreed that, unless earlier separated for rea~-
sons beyond your control, you will remain in Government service for
12 months after your arrival at your first overseas post, and if
you violate this agreement, any monsy expended by the United States
on account of your travel and the transportation of your immediate
family and household goods will be considered a debt dus to the
United States, - ‘ ‘

Official authorized to 9ign letters of
-appointment.

I accept the above ammnt as a
condition of my employrent by CIA

- EmpIcyes

Date

e US04
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? DRAFT
i 2l May 1918
LTS/me

Date

Dear !

1. ‘This is to notify you that the United States Goverbment, as repre-

gented by'the Central Intelligence Agency, has accepteq your employment

effective .

Positions

Basé Salary:'
2.  You will be:

ae Entitled to annual and sick leave in accordance with Civil
SeI‘VlCe Commission rules and regulations, or such other provisions of
law or regulations ag may be establlshevd‘ in lieu thereof.,

} o CIA Reguletions or

bs Reimbursed for travel expenses in accordance with/standardized
Government, Travell Regulaiions, as amended.

Ce If >stationed outside continental United States, grénted such

monetary allowances as are prescribed by CIA regulations,

3+ Employment is conditioned. upon sat:.siactory completion of the

‘training courses prescribed by CIA and satisfactory performance of duty

for-a total period of six montns from date of employment. In the event
either training or perfomance of duty is deemed unsatisfactory by CIa,
you will be offered other types of employment if available, or your
employment w:.ll be ternu.nated.

Approved For. Releasé 2003/01/13 : CIA-RDP81-00728R0001 0Q01 0011-1
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| CONFIDENTIAL
.f . ]
u.» Your appointment is for such time as your services may be |
’ ‘ i‘equired and funds -are available for the work of CIA. Notice of terms.-
nation will be given you by procedure similar »to‘ that provided by Civil
sérvice rules and regulations.
% CiTicial authorized o sign letters
g of appointment
|
} I accept the abéve agréemant as a con-
' : : dition of my employment by CIa.
i . !

o TTEmw Fos

Y -
see ) [0 5~y g ANCINEMTIAL
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S CONRDENTIAL g

/me

AGREEMENT FOR OVERSEAS SERVICE /{

%A_A./_—k—/k/

1. As a condition of your employment by the Central Intelligence

Agency, you are subjec‘o to assignment. to tours of duty at posts outside

the continental United States. Bach time you are assigned, unJ.ess other-

wise specu‘ied in adyance by CIA, you vn._Ll be requlred to remain at the

‘ post to. which assigned for a period of 2l months i‘mm the date of arrival

thereat, unless sooner transferred, reassigned or separated for reasons
beyond your control. If you wish to return to the Ur;ited statesg for
personal reasons during the period, all travel and ﬁran’sportatioﬁ costs
incident to such return will be borne by youw, with no e;@éme to the

Government.

2, TIf this employment is fér assignment to an overseas post, it is
unders‘oood‘and agreed that, unless earlier separated for reasdns beyond
your control, you will remain in Governmen;o service for twelve months
after your arrival at your first overseas post, and if you violate this

agreement, any money expended by the Unlted States on account of your

travel and the transportation of your immediate family and household goods

will be ‘consn.dered a debt due to the United states,

Official a.uthonzed ‘o s:.gn ‘hat&:ers of
appointment.

I accept the above agreement as a

BRI

condltion of xxw employment by CIA

Employee

o

et —  CONDENTAL
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(:O"ﬂ HTIAL L
CENTRAL INTELLIGENCE AGENCY  DRAFT = L May 1948
WASHINGTON 28, D. C.

Date’s

1, This is to hotify you that,the United States Goverment, as repre- .

sented by the Central Intelligence Agency, has accepted your employment ef-

‘ fective ‘ .
| Position:
Base Salary:
2, You will bve: ‘

" ae Entitled to a'nnualband sick leave in accordgnce with Civil Serw
ice Commission nﬂgs and regulations, or such other provisions obi‘ law |
or regulations as may be establisheti in lieu thereof, . CLi Reguistions or

be.  Reimbursed for travel expenses in accordance wit-h/ Standardized
Govermuent Travel Rzgulations, as. amendeds

ce If gtationed outside continental United States, granted such
mone tary alloya.nceé as are pras‘c‘,ribed by CIA regulations. | »

- 3¢ As a condition of yoﬁr employﬁent by the Central Inte'lliganoe‘
Agency, you are sub;]eét to sésigmnt to tours of duty at posts outside the
continenta.l United States.. Each time you a.re 80 assigned, unless otherwise

_ speciﬁed in advance by CIA, you will be required to remain at the post to
' which assigned for a period of 2h months frop the date of arrival thereat, :
\mles»»s soo_llle‘r tran;ferr’ed, reassignsd or sep#ratad for reasons beyond your
controls If you wish to‘ return to the United St.atés for personél reasons
during that period, all t.ravel and tra.nsportation éosts inc:ldent t§ such

return will be borns by you, with no expense to the Government,

(ONHDENNAL

* Approved For Release 2003/01/13 : CIA-RDP81F-00728R000100010011v-1
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= CONFIDEN;

e If this employment is f.‘of assignment to an overseas post, it is

unde rstood and agreed that, unless earlier separated for reasons beyord

your control, you will remain in Govermment service for twelve months after

| ' your arrival at your first overseas post, and if you ﬂolau this agreement,
any money expended by the United States on account of your travel and the
transportation of your immediate family and household goods will be con- '
sidered a debt due to the United States.

5S¢ Emploﬁﬁnt is c‘om‘iitioned upon sé,tisftctory completion of the traine

ing courses prescribed by CIA and'satisfactory performance of duty for a
total period of six iuon_ths from date of employments In the event either train-
ing or performance of duty is deemed unsatisfactory by CIA, you will be offered

‘ 6ther typeé of employment if available, or your employment will be terminated,

' 6. Iour appointment is for such time as your services may be required

and funds are available for the work of CIA. - Notice of temination will be

given you by procedure similar to- that provided by Civil Service rules and

regulatiohs.

Official authorized to sign letters of
appointment ‘

J I accept the abové agreement 2s a con=-

dition of my emplloyment‘ by CIA.

“Eapleyee T AT

CONFIDENTIAL

Form Noe ‘
94\;,«.2) 1548 S1-10k
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. L | | | | : 0,7‘76«";?:
S SRR CONFIDENTIAL

' : é—e“ 9:-( ’V’ ‘

. 17 MAR 1948

MEMORANDUM F'OR: THE DIRECTOR OF CENTRAL INTELLIGENCE
Attention: Executive for Administration and Management
SUBJECT ¢ Conditions of Overseas Service for CIA Employses ’

. * 1, Reference is made to the memorandum from the Executive for
Administration and Management, addressed to the General Counsel,  subject
as ebove, with attachments, dated 27 February 1948, which is returned
herewlth (Attachment 4),

, 2,  Confirming my discussion of this subject with the Deputy Director,
I cannot concur, in their entirety, with the proposals set forth in
ki reference presentation. An analysis of present 0SO practices reflects
i that the Letter of Employment used by 0SO (Attachment B)- clearly sets
forth the responsibilities of the Government and the employee on the basis
of ‘24 months for each tour of duty; however, it does not specify that each
employee must repay cost of transportation if he returns to the United
States within twelve months of arrivel at each new post., The draft pro=
_ posed by the Executive for A%M does not differertiate between the liabil=
itles of old and new employees, Public Law 600 and State Department policy,
i - ° on which 0SO policy wae based, specifically requires repayment of original
i transportation to the field only if a new eppointee resigns within his first
L twelve months of employment with the Government. It is my belief that the
e present 0SO policy of recognizing the service of employees having performed
one tour of duty in the foreign field is sound, whereas, the proposed policy
of treating old and new employees elike is unwarranted in relation to
other Government agencies who base their policy on the Law as passed by
. Congress, v _

a. It 1s believed that paragraph l.g. of the proposed Overseas
Agreement submitted by the Executive for ASM should, in substance, be
substituted for paragraph 3 of the Letter of Appointment (Attechment B),
This proposel is incorporated in the attached draft (Attachment D).

3 ' " be The Letter of Agreement used by 050 (Attachment C), which is i

£ signed by each new employee when his first post of duty is definitely b

B © determined, clearly sets forth the responsibilities of the Govermment and

| - the individuael with regerd to his £irst 24 month tour of duty. It also

| - clearly and definitely establishes the liability of the individual should he
: resign from Government -employment within twelve months after his arrival at

~his first post of duty.

CONFIDENTIAL

Approved Fdr Release 2003/01/13 : CIA-RDP81v-0‘07‘28R0001>0001001 1-1




g TR e

25X1A

- Approved For Release 2003/01/13 : CIA-RDP81-00728R000100010011-1

. . . ' CONFIDENTIAL

.

3., The present agreements utilized by 0S0 very cerefully conform to IR
Public Law 600 and parallel the policies of other Government agencies. -The §
policy end practices of 050, as expressed in the Letter of Employmenit and }
Letter of Agreement, are the result of considerable experience in the field
of overseas employment. 1t is believed that they furnish every protecticn
to the Director and therefore the proposels set forth in subject memorandum
end attachments do not have my concurrence except for that portion thereof
indicated in paragraph 2.&. above.

L. With a view to resolving this matter and strengthening the present '
0S0 procedure, this office has revised the Letter of Appointment and Letter :
of Agreement incorporeting the views of 0SO hereinabove expressed in one ;
document, This revised Letter of Appointment (Attachment D) is recommended

for the Director's approval,. P

: DONALD H, GALLOWAY ~
4 Attcchments - A,B,C,D Assistent Director
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 CONFIDENTIAL

CENTRAL INTELLIGENCE AGENCY
Washington, Dy Co -

ADMINISTRATIVE INSTRUCTION b 31 December 1948
NO. ‘

SUBJECT: . -Special Employment Agreement

Overseas Agreements:

paragraph 3, Administrative Instruction| | dated 11 June
1948 is amended to read as follows:

"3, The Assistant Directors for Operations, Specizl Oper=
ations and Policy Coordination may, in their discretion, require
acceptance of an agreement to serve overseas as a condition of .
employment for any prospective employee of their offices, and
prescribe’ a tour of less. than 2l months where it is determined
to be in the best interest of the govermmento"

, .
VRN T -

R.. Hs HILLENKCETTER

Rear Admiral, WSN
Director of Central Intelligence
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Washington; D, Ce '
L . ‘ j !
‘ . : . ADMINISTRATIVE INSTRUCTION ; 31 December 1948 : B!
" . SUBJECT: Special Employment Agreement
o |
f
; : Overseas Agreements .
- 25X1A : Paragraph 3, Administrative Instruction ]:I, dated 11 .June

1948 is amended to read as follows:

"3, The Assistant Directors for Operations, Specizl Oper- - . I
ations and Policy Coordination may, in their discretion, reauire '
acceptance of ‘an agreement to Serve overseas. as a condition aof!
employment for any prospective employee of their offices, and’
prescribe a tour of less than 2l months where it is de*armined
to be in the best interest of the govermment,.!. P
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R. H, HILIENKCETTER : L

Rear Admiral, WSN - BT P
Director of Central Intelligence '
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